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UI Four Week Reporting Instructions 
MissouriCareerSource.com 

 
 

 
 

Figure 1:  MissouriCareerSource JobSeeker  
 
 
Unemployment Insurance Four Week Reporting  
 

Step-by-Step: 
 

1. Go to the MissouriCareerSource web site at: https://MissouriCareerSource.com.  
2. Click the “Continue” button. 
3. Click on the “Complete Four Week Reporting” link. (see figure 2) 
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Figure 2:  MissouriCareerSource JobSeeker  

 
 
 
Job seekers must log in to their individual MissouriCareerSource account before they can 
complete four-week reporting.  If an account has not previously been completed, job 
seekers must complete the registration before continuing.  (see figure 3) 
 
 

 
 

Figure 3:  MissouriCareerSource login 
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Completing a MissouriCareerSource account 
 
Some job seeker information will be populated from the UI batch file DWD receives 
nightly.  In this case, the job seeker will need to complete this partial registration. 
 

Step-by-Step: 
1. Enter information in the fields with an asterisk (*) in the “Seeker Info” page. (see 

figure 4) 

 
 

 
 

Figure 4:  MissouriCareerSource account registration 
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Figure 5:  MissouriCareerSource account registration 

 
 
Step 5:  Job seeker fills out the employer information. If the job seeker does not put in at 
least one work history, a message appears letting him or her know that at least one work 
history must be entered. 
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Step 6:  The job seeker must choose at least one desired position title to continue with the 
registration. This record had one which came over from the UI batch file. 
 

 
 
Step 7:  The job seeker can enter his or her educational information. Education has three 
screen to go through and either complete or by-pass. Obviously, the more information the 
job seeker enters on these screens, the better the matching system can perform. 
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Step 8:  The job seeker can enter any skills that he or she have. This, too, will help with 
the job matching system since it will partially be skill based. There are two screens for 
skills. 
 

 
 
Step 9:  The job seeker will fill out his or her veteran status. If they answer yes to one of 
the questions, another screen will come up with the rest of the information to be 
completed. 
 

 
 
Step 10:  The job seeker enters his or her UI pin number, completes the four week 
reporting, and is sent to the job seeker home page below: 
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The job seeker just completed the four week reporting for unemployment insurance. He 
or she can now perform a job search, edit the personal information, view his or her 
resume, view his or her Individual Training Account ((ITA) (Workforce Investment Act 
enrollees)), change his or her password, or click on one of several links at the bottom of 
the page, including “Logout.” 
 
 


